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Join the Young Astronaut Program™! 


e learn interesting facts about the planets and stars 
® receive exciting news about space exploration and 
the space programs 

take space-adventure field trips 

read about new developments in space projects 
join in national contests with exciting prizes 
receive monthly newsletters 

help plan and work on interesting and far-out 
space activities 


What is the Young Astronaut Program? 


As President Reagan explains in his letter, the Young Astronaut 
Program is an exciting, national program that motivates young people 
to learn more about science, mathematics, technology, and related 
subjects. When President Reagan launched this program in 1984, 
Drew Barrymore (the actress who helped E.T. get home) and 
hundreds of kids, just like you, joined him in his excitement. 


In fact, kids all over America are getting together to join Young 
Astronaut Chapters. Through the space program, these groups are 
getting more and more interesting information. And by obtaining this 
information and completing activities related to the space program, 
Young Astronauts ™ will gain the knowledge and skills they need for 
the future. 


There are thousands of Young Astronaut Chapters all over the nation. 
There could be one near you. If you are interested in joining the ever 
growing ranks of the Young Astronauts or you want more information 
about the Young Astronauts, mail the postcard at the back of this 
manual to: 


|™ 


The Young Astronaut Counci 
P.O. Box 65432 
Washington, D.C. 20036 


Think about it. Become a Young Astronaut today! 


Young Astronaut ™, Young Astronaut Program ™, the Young Astronaut Council ™, and their respective 
logos and emblems are all trademarks of the Young Astronaut Council and are used with permission. 
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The official word processor of the 
Young Astronaut Program 


for your COMMODORE 128™ computer 
or your COMMODORE 64® computer 


Commodore 128™ is a trademark of Commodore Electronics Limited. 
Commodore 64° is a registered trademark of Commodore Electronics Limited. 
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Copyright © 1985 by Commodore Electronics Limited 
All rights reserved 


This software product is copyrighted and all rights reserved by Commodore Electronics Limited. The 
distribution and sale of this product are intended for the use of the original purchaser only. Lawful users of 
this program are hereby licensed only to read the program, from its medium into memory of a computer, 
solely for the purpose of executing the program. Duplicating, copying, selling or otherwise distributing this 
product is a violation of the law. 


This manual is copyrighted and all rights are reserved. The document may not, in whole or in part, be 
copied, photocopied, reproduced, translated or reduced to any electronic medium or machine-readable 
form without prior consent, in writing, from Commodore Electronics Limited. 


DISCLAIMER 


COMMODORE ELECTRONICS LIMITED (“COMMODORE”) MAKES NO WARRANTIES, 
EITHER EXPRESSED OR IMPLIED, WITH RESPECT TO THE PROGRAM DESCRIBED 
HEREIN, ITS QUALITY, PERFORMANCE, MERCHANTABILITY, OR FITNESS FOR ANY 
PARTICULAR PURPOSE. THIS PROGRAM IS SOLD “AS IS.” THE ENTIRE RISK AS TO 
ITS QUALITY AND PERFORMANCE IS WITH THE BUYER. SHOULD THE PROGRAM 
PROVE DEFECTIVE FOLLOWING ITS PURCHASE, THE BUYER (AND NOT THE CREATOR 
OF THE PROGRAM, COMMODORE, THEIR DISTRIBUTORS OR THEIR RETAILERS) 
ASSUMES THE ENTIRE COST OF ALL NECESSARY DAMAGES. IN NO EVENT WILL 
COMMODORE BE LIABLE FOR DIRECT, INDIRECT, INCIDENTAL OR CONSEQUENTIAL 
DAMAGES RESULTING FROM ANY DEFECT IN THE PROGRAM EVEN IF IT HAS BEEN 
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. SOME LAWS DO NOT ALLOW 
THE EXCLUSION OR LIMITATION OF IMPLIED WARRANTIES OR LIABILITIES FOR 
INCIDENTAL OR CONSEQUENTIAL DAMAGES, SO THE ABOVE LIMITATION OR 
EXCLUSION MAY NOT APPLY. 
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What is a Word Processor? 


When most people think of writing, they think of pens and pencils, 
notebooks, and paper. Some people may also think of typewriters. 
These things are all tools for writers. A word processor is also a 
writer’s tool. The writer pictures ideas in his head, and then the word 
processor helps the writer turn those ideas into words, sentences, and 
paragraphs. The writer chooses the words with the help of writing 
tools such as a dictionary and a thesaurus, but instead of writing them 
on paper, he types them on the computer keyboard. Those words 
then appear on the computer screen. 


With Word Shuttle it is easy for you to become the writer and create 
letters, stories, or school papers. You can change your sentences, add 
a paragraph, or move a word to a different place. You can even 
correct all your spelling errors before your work appears on paper. 
And you don’t have to copy the project over and over to make it 
perfect. You have complete control over what your writing says and 
how it will look on your paper. 


Programs like Word Shuttle are called word processors because you 
can change and move words on the screen to create a finished story. 
Some word processing programs can do many different jobs. The 
more jobs, the more computer instructions there are to remember. 
Word Shuttle uses pictures to make it easier to remember what this 
word processor can do and how to do it. The pictures make Word 
Shuttle easy to use, and with just a little practice, you will soon be an 
expert Word Shuttler. 
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How to Use this Manual 


This manual helps you use Word Shuttle. It tells you how to load the 
program from the disk and how the program works. Pictures on the 
screen remind you what the commands do. Once you get started, this 
manual will be just for reference. 


There is a Keyboard Guide to Word Shuttle provided to help you 
remember which keys to press. Take the Keyboard Guide, carefully 
cut along the dotted lines, and place it over your computer keys so 
you can look at it as you work. Be sure to use the correct side for your 
computer—one side is for the Commodore 128 computer and the 
other side is for the Commodore 64 computer. 


In this manual, there are several projects, called missions, for you to 
complete. The missions help you create a piece of writing, which we 
call a document. Each mission will teach you new things about Word 
Shuttle. Do the things listed in the booklet one-by-one, checking to 
make sure your screen matches what the manual says. Once you 
complete all the missions, you should know how to use all the 
commands Word Shuttle uses. 


How to Load and Run the Program 
If you are not sure how to set up your computer properly, ask 
someone who does know. Let them help you with steps 1 through 7. 


It never hurts to ask for help. 


1. Be sure your computer, disk drive, TV or monitor, and printer are 
turned off. 


2. Make sure your TV or monitor and your disk drive are connected 
properly to your computer. Also check that your printer is 
connected properly to your disk drive. 


3. Plug in your TV or monitor, disk drive, printer, and computer. 


4. Turn on your printer. 


5. Turn on your TV or monitor. 
6. Turn on your disk drive. 


7. Turn on your computer. (If you are using a C128 computer, 


switch to C64 mode by typing GO64 [RETURN RETURN|.) 


8. Take the Word Shuttle disk out of its paper jacket, being careful to 
hold the disk by the labeled end. Do not touch the exposed, shiny 
parts of the disk, as this may cause damage. 


9. Carefully put the disk into the disk drive with the label on top and 
towards you. When the disk is in all the way, close the disk drive 


door. 
10. Type: 
LOAD“*” 8,1 
and press [RETURN]. 


The screen will show this message: 


READY. 
LOAD“*” 8,1 


SEARCHING FOR * 
LOADING 


The disk drive will whir. The screen will show a Young Astronaut title 
screen. After a while the screen changes to a brightly-colored menu 
screen, at which time you can begin to explore the world of word 
processing. 


Note: If at any time your Word Shuttle program will not respond to 
your command, hold down as you press : 
If this does not take you back to the menu, remove your disk from the 
disk drive, turn the drive off and then on, and replace the disk. 


New Words 4 


Before you begin to use Word Shuttle, it will help to know these 


words: 

Program Words 

cursor The cursor is the flashing box on the screen that shows 
where the next letter you type will appear. 

delete To cut out something. If you type a word and get some 
extra letters in the word, you will want to delete or cut 
out the extra letters. 

document Any piece of writing. A story, poem, report, 
announcement, invitation, or school work can be a 
document. 

file A document that is saved on a disk. 

highlight How to tell the computer you want to choose a certain 


picture or word. When a picture or word is 
highlighted, it will look different from the other 
choices. It may be flashing or a different color. 


insert 


menu 


scroll 


To add something. If you type a sentence and forget 
one word, you will want to insert or add the missing 
word. 


A list of choices in a computer program. 


When you type a long document, it can’t all fit on the 
screen. The top lines of your writing move off the top 
of the screen and disappear. This is called scrolling. 
The writing does not disappear forever, it is still in the 
computer’s memory. You can scroll your writing up or 
down with the cursor keys. 


Writing Words 


column 


indent 


margin 


paragraph 


Writing is arranged in sections called columns. A 
newspaper has narrow columns, only a few words 
can fit on each line. Most books have wide columns. 
Word Shuttle lets you choose how wide your columns 
will be. 


Indenting is using narrower columns for only certain 
sections of the document. Indenting lets you know that 
the writing in the narrower columns is especially 
important. Indenting is a form of emphasis. 


The outside edge of a printed page that has no printing 
on it. 


A paragraph is a group of sentences that all talk about 
the same thing. 


About the Missions 
You are about to begin some exciting missions in word processing. 
With your trusty Word Shuttle, you’ll be discovering new frontiers in 


writing. 


Your goal: to create a report about the meeting of a new 
Young Astronaut Chapter in your neighborhood. 


Look at the main menu screen: 
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Each picture on the screen stands for a group of jobs that you can do 
with Word Shuttle. 
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RETURN 


WRITE — creating and typing documents. 


FILES — storing documents on disk, 
getting documents from disk, and doing 
other things with your disk and disk drive. 


PRINT — printing your work on paper. 


STOP — quitting the program. 


HELP — getting helpful information and 
details about Word Shuttle. 


Use the and keys 
alone or with the key to highlight 
the word next to the desired picture. When 
a word is highlighted, it will be black letters 
on a white background. 


© To move down through the choices, 


press|tCRSRJ |. 


© To move up through the choices, hold 


and press[TCRSRJ]. 

© To move right through the choices, press 
: 

© To move left through the choices, hold 


SHIFT } and press| <-CRSR~}. 


Press to make a choice. 


Special keys: 
RUN/STOP 


[CTRL |—Li ] 


[CTRL]—[d] 
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While writing, press to go to the menu, or 
if you are already on the menu, press to go 
back to the page. 


If doing a command from the File Menu, 
press to go back to the File Menu. 


If doing a command from the Print Menu, 
press to go back to the Print Menu. 


If doing a command from the Help Menu, 
press to go back to the Help Menu. 


Hold [CTRL] and press [i |to insert one 


blank line. 


Hold [CTRL] and press [d ]to delete one 


line. 


Preparing for Takeoff 


You can change the color of the Word Shuttle screen from a blue 
background with white letters to whatever colors you like best. Follow 
these instructions carefully to change these colors: 
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Begin at the Main Menu. 


Pick WRITE from the Main Menu. To do 
this, highlight WRITE and press 
RETURN]. 


Each time you press the key, the 
cursor color changes. Keep pressing this 
key until you find a color you like. If you go 
past the color you want, hold the 
key and press to go backwards 
through the cursor colors. 


Each time you press the key, the 
background color changes. Keep pressing 
this key until you find a color you like. If 
you go past the color you want, hold the 
key and press to go 


backwards through the background colors. 


Eo 


As you write letters and stories, you will want to save them to use 
again later. To do this, you need a brand new disk to save all the 
documents you will write. You can also reuse an old disk that you 
don’t need anymore. But if you prepare an old disk, you can’t get 
back the files that used to be on that disk. To prepare a disk to hold 


your documents: 


RUN/STOP 


Go to the Write Menu. 


Go to the Main Menu. 


Pick HELP and then FILES if you want to 
read about disks and how you can use 
them. 


Pick FILES from the Main Menu. 


Pick PREPARE A WORK DISK. 


The program will ask you if you are sure 
you want to prepare a disk. If you do wish 
to continue, press [Y ]; if you do not wish 
to continue, press [ |. Press LY ]. 


Now take out the program disk and insert 
a blank (or old) disk. Type in a name for 
your disk and then press [RETURN]. This 
name can be up to 16 characters long. You 
might want to use the name WORK, or 
think of your own disk name. 


The program then asks you to give your 
disk a two character identifier. You might 
want to use 01 for your first work disk, 02 
for your second work disk, etc. After you 


have typed the number, press [RETURN]. 


The disk drive will whir while it prepares your disk. In a couple of 
minutes, your disk will be prepared. When the disk is prepared, press 
any key, and you will be returned to the Files Menu. 


Blast-Off! 
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Mission 1 


Your mission: begin to create a report for your Young 
Astronaut Chapter. 


Remember to look at your Keyboard Guide if you run into difficulty. 
Even experienced Word Shuttlers sometimes need a little reminder. 


Now follow the directions below to begin your report: 


Begin at the Main Menu. 


Pick HELP and then WRITE if you want to 
read how Word Shuttle helps you create 


documents. 
lecuensasel Pick WRITE from the Main Menu. 


Type the following paragraph. Do not worry about mistakes, you can 
fix them later. You will notice that as you type, the words at the right 
of your screen will break in strange places and continue onto the next 
line. This is just how it is shown on the screen. When it prints, words 


12 


will not be broken in half. They will be printed as if you had used a 
typewriter, but you do not need to tell the computer when to start a 
new line. It does this automatically. That means that the only time you 
have to type to start a new line is when you purposely 
want to begin a brand new line; otherwise, Word Shuttle will do that 
by itself. Now type this paragraph: 


A meeting of the Mytown Young Astronauts was held last 
Thursday at Casey’s house. Members decided to meet at the 
Mytown Elementary School once a week to discuss the space 
program. Members must be interested in studying the planets 
and learning about the stars. 


RETURN Press| RETURN). You will see a @ . This 


tells the computer to start a new line. 


If you made typing mistakes, fix them now. There are three ways to fix 
mistakes. 


1. If you typed an incorrect letter: 


Use the and keys 
alone or with the key to go back 
to a mistake. As you press the |tCRSRJ 
and keys, the cursor (flashing 
box) moves. When the cursor is on top of 
the mistake, type the correct letter. 


For example, if you typed obce instead 
of once, move the cursor to the b. Now 


type n. 


Do not use the [RETURN] key to move your cursor around the 
screen. Pressing| RETURN] will delete all characters to the right of 


your cursor. To move your cursor always use the |TCRSR1| and 


<CRSR~-| keys. 
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2. If you left out a letter: 


Move the cursor to the right of where the 
missing letters should go. Hold down 
and press to make 
space for the missing letter. Now fill in the 
space with the missing letter. If you forgot 
more than one letter, hold down 
and press the same number 
of times as the number of letters you 
forgot. Then fill in the missing letters. 


For example, if you typed te instead of 
the, move the cursor to the e. Hold down 


SHIFT | and press LINST/DEL | once. 
Now type h. 


3. If you typed too many letters: 


Move the cursor to the right of the 


incorrect letter. Press the LINST/DEL | key. 
The letter to the left of the cursor 
disappears. 


For example, if you typed cluub instead 
of club, move the cursor to the b. Press 
INST/DEL | once. Now the word is 


correct. 


Use these ways to correct all your typing mistakes. 
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Now let’s SAVE your written report on the work disk you prepared 
earlier. Make sure your blank disk, not your program disk, is in the 
disk drive. 


Press the key to go to the 
Write Menu. (Pressing the 
key will also allow you to get from the 
Write Menu back to your page.) 


Go to the Main Menu. 
+ 


Pick FILES. 


re | Ned Pick SAVE YOUR WORK. 


Choose a name for your writing, such as 
REPORT. Type this name when the 
computer says, “Enter a name for your 
work file:” and then press[ RETURN]. The 
name for your document can be up to 16 
characters long. 


The computer will save your work on the disk. 


Pick DISK DIRECTORY. This will show 
you a list of the documents on your disk. 
Check to see that the file you just saved is 
on your disk. 


4 


Mission accomplished! 
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Mission 2 


Your mission: to create columns of information on a page of 
your report. 


When you separate your writing into columns, it does not show up on 
the screen. You will only see the columns you have created when you 
print the document onto paper in Mission 4. Follow these steps to 
create those columns: 


Make sure your work disk is in the disk 
drive. 


Go to the Main Menu. 


ee SS Pick FILES. 
If you can’t remember what you called the 
h document, pick DISK DIRECTORY. This 
will show you a list of the documents on 
your disk. 
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— Pick GET YOUR WORK. 
ies aa 


Type the name of your document and 
press|RETURN]. Word Shuttle finds your 


report and displays it on the screen. 


Use the |TCRSRJ} and|<<CRSR~|} keys 
to move the cursor to the line below the 
paragraph you created in Mission 1. Press 


RETURN). 


To create a title in the middle of the page: 


[e«J—[c ] Hold down the [€] key and press the [¢ ]. 
You will see a {@ . This tells the computer 
to make what you type appear in the 
center of the page when you print out the 


report. 
Type: 
Officers 
RETURN Press |RETURN| twice to start a new line 


and then get a blank line. 


Now separate the writing into three columns so you can list the 
officers’ names and ages. 


[«|—[3 ] Hold down the [€] key and press the [3 |. 
You will see a J . This will create three 
columns when you print the report onto 
paper. 


Type: 
Name 
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[e|—[+] Now hold down the [€] key and press the 
[+]. You will see a . This character 
tells Word Shuttle to jump to the next 
column when this document is printed. 


Type: 
Job[ |—[+] 
Type: 
Age[C]—[+] 


The after Age, since it is after the third 
column, will tell the printer to move to the 
next column, which is the first column in 
the next row. Typing [ ]—[+] is a short 
cut because if you type a to 
move to the next line, it will cancel your 
column command, and you will have to 
hold the [€] key and press again to 
continue putting information in columns. 


[«|—[2] You can also pick two or four columns with 
[e]—[4 ] [e |—[2 Jand[@|—[4 }. Doing this will 


make a ( or [J appear, and when the 
document is printed, the information will 
be printed in two or four columns. 


Type the names of the officers of your club. Remember to use 
[¢ |—[ +] between each column. For example: 


Casey [ |—[+] President [ ]—[+] 12 [«]—[+] Kyle 
[e |—[+] Vice president [€ ]—[+] 11 [&]—[+] Stacy 
[ |—[ +] Treasurer [@ |—[+] 12[ RETURN] [RETURN 


18 


Notes: 
If you use two columns, your printed page will be set up like this: 


XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX XRXXXXXXXXXXXXXXXXXXXXXXXXXXXXKKXKK 


32 characters 32 characters 
If you use three columns, your printed page will be set up like this: 


XXXXXXXXXXXXXXXXXXXX  XXXXXXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXXXXKX 
20 characters 20 characters 20 characters 


If you use four columns, your printed page will be set up like this: 


XXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXX XXXXXXXXXXXXXXXX 


16 characters 16 characters 16 characters 16 characters 


Be careful not to put too many characters in your columns. If you do 
this, Word Shuttle will simply put as many characters in the column as 
will fit, then cut off the rest of your word or words. 


You will also notice that when you print out any document with 
columns, the margin settings are ignored by the columns. This is 
because Word Shuttle needs more room to print the columns than the 
margins allow. After the columns are done printing, your document 
will return to using the margin settings. 


Now type this paragraph: 


At the meeting of the Mytown Young Astronauts Club, club 
officers were elected. The new officers will be in charge of 
meetings, dues, writing the newsletter, and getting new 
members. Meetings will be held at the Mytown Elementary 


School. 
RETURN Press| RETURN| twice to start a new line 


and create a blank line. 
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Now save your work on disk. You may save the file using the same 
name or use a new one. If you save it with the same name, the 
program will ask you to make sure you want the old file replaced, 
then it will erase the old file and keep only the new one. Make sure 
you don’t want that old file before you replace it with the new one. 
Follow these steps to save your new report: 


RUN/STOP Go to the Write Menu. 


Go to the Main Menu. 


Pick FILES. 


= Pick SAVE YOUR WORK. 
tie & 


Type the name of your document and 


press| RETURN]. 
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Your document is now saved on disk. If you were now to print out the 
document, it might look like this: 


A meeting of the Mytown Young Astronauts was held last 
Thursday at Casey’s house. Members decided to meet at the 
Mytown Elementary School once a week to discuss the space 
program. Members must be interested in studying the planets 
and learning about the stars. 


Officers 
Name Job Age 
Casey President We 
Kyle Vice president 11 
Stacy Treasurer 12 


At the meeting of the Mytown Young Astronaut Club, club 
officers were elected. The new officers will be in charge of 
meetings, dues, writing the newsletter, and getting new 
members. Meetings will be held at the Mytown Elementary 
School. 


Mission accomplished! 
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Mission 3 


Your mission: to rearrange your report. 


Go to the Main Menu. 


Pick FILES. 


= Pick GET YOUR WORK. 
+ | —— 


Type the name of your document and 


press|RETURN]. 
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Now look at the pictures on the bottom of this screen. 
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MENU — going back to the Main Menu. 


CUT— cutting out something or deleting 
its 


MOVE— moving parts of a document 
around. 


FIND-— searching a document to find a 
certain phrase or word. 


TRASH -— cetting rid of all the work on the 


screen. 
of 


g 


You will learn to do these jobs one-by-one. Start with 
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Read over the work you have typed so far. Did you notice that it says 
meetings will be at the Mytown Elementary School in the first 
paragraph and in the last paragraph? You should cut out the sentence 
about the Mytown Elementary School in the last paragraph. Here is 


the last paragraph: 


At the meeting of the Mytown Young Astronaut Club, club 
officers were elected. The new officers will be in charge of 
meetings, dues, writing the newsletter, and getting new 

members. Meetings will be held at the Mytown Elementary 


School. 


RUN/STOP 


Go to the Write Menu. 
Pick CUT. Read the directions. 


Move the cursor to highlight the M in 
Meetings. Press| RETURN]. Read the 


directions. 


Move the cursor to the period at the end of 
the sentence. The entire sentence should 
be highlighted. Press |RETURN)]. Read the 


directions. 


If you are sure you want to cut out the 
highlighted section, press LY J; if not, press 
[1] 


If you pressed [Y ], the sentence is gone! 
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Now you should move a paragraph. Why don’t you make the last 
paragraph the second paragraph. 


RUN/STOP Go to the Write Menu. 


: ; Pick MOVE. Read the directions. 


Move the cursor to highlight the first letter 
in the last paragraph (A in At). Press 


RETURN]. Read the directions. 


Move the cursor to the line after the end of 
the paragraph. The entire paragraph 
should be highlighted. Press |RETURN]}. 


Read the directions. 


You will now be asked if you want to erase 
the highlighted section from its old 
position. Press LY ]. Read the directions. 


If you answer yes, that section will 
disappear. If you answer no, the section 
will remain. Answering no allows you to 
copy pieces of a document and move 
them to another part of your document. 


Now move your cursor to the {@j before 


the word Officers. Press| RETURN}. 


The paragraph is moved. You have now rearranged your report. 
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Read over your report to make sure it is in a sensible order. Change it 
if it is not, then save it on disk. 


RUN/STOP Go to the Write Menu. 
Go to the Main Menu. 
SS _ = Pick FILES. 


anes Pick SAVE YOUR WORK. 
ti = 


Type the name of your document and 


press |RETURN}. 


Mission accomplished! 
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Mission 4 


Your mission: to change your report to show that you are the 
new club president. 


Let’s pretend you are the new president of the Young Astronaut 
Chapter in your area. You should change the report so your name 
appears wherever the president is mentioned. Your list of officers says 
Casey is now the president. Let’s see where you mentioned Casey in 
your document. 


Get your document from your work disk. 


RUN/STOP. Go to the Write Menu. 
™ Pick FIND. 
Type: 
Casey 
RETURN Press |RETURN|]. 
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Press [F1]. 


When Casey is found, replace Casey's 
name with your own name. Only do this if 
your name belongs there instead of 


Casey’s. Press to have Word Shuttle 
find the next place Casey appears. 


For example, Casey used to be the 
president, but now you are the president. Is 
that what your newsletter now says? 
Change it if it says something else. 


After the entire report has been searched, and your name switched 
with Casey’s, the report is finished. You should now save this final 


report on disk. 


Before we give directions for printing the report onto paper, let’s 
discuss some things you will need to know about Word Shuttle 


printing. 


cheno 


Go to the Main Menu. 


Pick HELP and then PRINT if you want to 
read about printing with Word Shuttle. 


Pick PRINT from the Main Menu. 
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Bottom 


Left 


Right 


MENU 
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The Print Menu has several parts. 


At the right of your screen you will see a white block with a blue 
border. This is a picture of your paper. The white is the section of the 
paper that will be printed on. The blue is showing your margins. 


Just to the left of this picture are the margin settings. They are 
automatically set for you when the program starts. The top margin is 
set at 9; the bottom margin is set at 60; the left margin is set at 10; 
and the right margin is set at 71. If you do not wish to change these 
margins, follow only the directions to print out the document, not to 
change the margins. If you wish to change these margin settings: 
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Highlight the margin you wish to change. 


Press the | +] key to make the number 
increase by one. 
SHIFT |—[+] Hold the [SHIFT } key and press|+] to 
make the number increase by five. 
[=] Press the [=] key to make the number 
decrease by one. 
SHIFT |-[—] Hold the [SHIFT] key and press [—] to 


make the number decrease by five. 
If you change the margins, you should save your document again 
after changing the margins. Word Shuttle saves the margin settings 
that are set whenever you save a document. Therefore if you change 
the margins and don’t resave the document, next time you print out 
the document, you will have to reset the margins. 


Now you should print out your report. 


ee. Pick PRINT. 
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Word Shuttle will now print out your finished document. It should 
look like this: 


A meeting of the Mytown Young Astronauts was held last 
Thursday at Casey’s house. Members decided to meet at the 
Mytown Elementary School once a week to discuss the space 
program. Members must be interested in studying the planets 
and learning about the stars. 


At the meeting of the Mytown Young Astronaut Club, club 
officers were elected. The new officers will be in charge of 
meetings, dues, writing the newsletter, and getting new 


members. 
Officers 
Name Job Age 
James President 13 
Kyle Vice president ala 
Stacy Treasurer ie 


If your report does not look like this, go back into Word Shuttle and 
change it so it does. Then print it out again. 


Mission accomplished! 
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Mission 5 


Your mission: to create a newsletter for your Young 
Astronaut Chapter. 


Now that you have finished typing the report from your last meeting, 
you should type a newsletter for your club members. This newsletter 
should let your members know where and when the next meeting will 
occur and if there are any special events coming up. 


Before you can do this however, you have to erase everything on your 
screen so you can start fresh. To do this you use the Ww . Now erase 
the screen so that you can start anew document. MM 


ot 
Pick TRASH from the Write Menu. 


Press[RETURN]. The screen is cleared, 
you can start over. Be careful to use this 
only when you want to throw away 
everything on your screen. It will all be lost 
unless it is saved on disk first. 
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Now you can start your new document. 


[e|—[¢ ] Hold the [€] key and press[€¢ ]. You will 


see a a. 


Type: 
Attention! Young Astronauts! 


RETURN Type LRETURN| twice to start a new line 


and then create a blank one. 
Type the following paragraphs: 
The next Young Astronaut meeting will be held on Thursday, 
December 19, 1985 at 3:00 p.m. The meeting will be held in 


room 202, Mytown Elementary School. 


Bring along a friend! 


RETURN Type [RETURN] twice to start a new line 


and then create a blank one. 


Type: 
We will be: 
RETURN Type [RETURN twice to start a new line 


and then create a blank one. 


Now you want to list the activities that you will be doing at the 
meeting. To make it look really nice and easy to read, you should 
indent each activity. Here is how to do that: 


[e|—[t ] Hold down the [| key and press |[_t ]. You 
will see a J. This character tells Word 
Shuttle to print five blank spaces when 
your newsletter is printed out. 
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RETURN 
[e|—[t] 


RETURN 


Type: 
learning about the latest space shuttle 
mission, 


Press |RETURN)}. 


Hold the [€] key and press[_t |. You will 
seeall. 


Type: 
and discussing a field trip for our 
chapter. 


Press |RETURN|] twice to start a new line 


and create a blank one. 


Now finish the newsletter by typing the closing paragraph: 


Bring along a friend so they can join in on the fun. We hope 


to see you there! 


If you were to now print your newsletter, it might look like this: 


Attention! Young Astronauts! 


The next Young Astronaut meeting will be held on Thursday, 
December 19, 1985 at 3:00 p.m. The meeting will be held in 
room 202, Mytown Elementary School. 


Bring along a friend! 


We will be: 


learning about the latest space shuttle mission, 
and discussing a field trip for our chapter. 


Bring along a friend so they can join in on the fun. We hope 


to see you there! 
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If you look carefully, you have said to bring along a friend twice. Here 
is how to cut out a line without using an eA 


CTRL |[d ] 


Q 
Move your cursor to the beginning of the 
sentence that reads “Bring along a friend!” 


Hold down the [CTRL] key and press [d ]. 
The entire line is cut out or deleted. (Only 


use [CTRL |—[d ] if you want to delete a 


=e 
whole line. Use be 7 —— _ if you want 
oy) 


to cut out part of a line.) 


Now cut out one blank line using 


[CTRL]—[d]. 


Now you discover that you have forgotten to mention the far-out 
space activities the chapter will be doing at this meeting. You will need 
to make room for that activity. 


CTRL) 7) 


Place your cursor at the beginning of the 
line that reads “and discussing a field trip 
for our chapter.” 


Hold down the [CTRL | key and press [i }. 
A new blank line is inserted at the position 
of the cursor. 


Now you are ready to type the forgotten activity into its place. 


[e]—[t] 


Hold the [€ ] key and press [_t ]to indent 
the activity five spaces when it is printed. 
You will see a HA. 


Type: 
doing far-out space activities, 


Press [RETURN]. 
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Now save your completed newsletter onto your work disk and then 
print a copy. The printed copy should appear like this: 


Attention! Young Astronauts! 
The next Young Astronaut meeting will be held on Thursday, 
December 19, 1985 at 3:00 p.m. The meeting will be held in 
room 202, Mytown Elementary School. 
We will be: 
learning about the latest space shuttle mission, 
doing far-out space activities, 


and discussing a field trip for our chapter. 


Bring along a friend so they join in on the fun. We hope to 
see you there! 


If your copy does not look like this example, go back and change it so 
it does. Practicing to make documents look the way you want them 


will make you better at using your new writing tool. 


Mission accomplished! 
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Special Discovery Mission 


As you practice using Word Shuttle, you will find ways to make your 
writing look better and better. 


As a special project, let’s add another page to your newsletter. You 


decide what to write. Maybe Kyle took a trip to a space museum. Or 
Stacy built a model rocket. Think of what you want to say. 


Begin at the Main Menu. 


——— Pick FILES. Then get your newsletter from 


SF 
the work disk. 
Move the cursor to the bottom of the work 
you have already typed. 

[®|-[P]} Hold the [€] key and press [P ]. You will 


see a gg . What you have really done is tell 
your computer to start a new page when it 
prints out your document. Now you can 
begin to write more news for your 
newsletter. 
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Use all the WRITE screen jobs to create the new story. Remember 
you can move paragraphs, cut out sentences, and search for a certain 
word or phrase. Center a title for your report at the top of the page 
with [&]—[C ]. Use [© ]—[2 ], [3], or if you want columns. Press 
[CTRL |—|7 Jto insert lines, [CTRL ]—[d ]to delete lines, or [&|—[t ] 
to print five blank spaces. Use the and keys, 
the keys, and to fix your typing mistakes. 


Word Shuttle will only allow you to have about five printed pages of 
text in one file. Be careful not to make your files too large. 


When your work is finished, SAVE YOUR WORK on disk with 
FILES. 


Mission accomplished! 
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Space Clean-up 


As you create more and more files on your work disk, you may decide 
some of the documents are too old to keep. There is a way to erase a 
file from the work disk without erasing the whole disk. 


Begin at the Main Menu. 
Pick FILES. 


Pick ERASE YOUR WORK. 


You will be asked if you are sure you want 
to continue. If you do, press |_Y_| and then 
type the name of the document you want 
to erase. Be sure to type the name exactly 
as you typed it when you saved the file. 
(Be careful not to erase anything that you 
might want to use again later.) 


RETURN Press |RETURN}. 


Word Shuttle erases the file. 


Pick DISK DIRECTORY to see a list of the 
| documents. The one you just erased 
should not be on the list anymore. 
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To get back out of Word Shuttle now that you are finished your 
newsletter and your clean up, you can use the on the 


Main Menu. When you choose this picture, you will be asked 

if you are really sure you want to leave Word Shuttle. If you answer 
yes to this question you will lose any work that is not saved onto a 
disk. If you decide you do not want to leave Word Shuttle, answer no 
to the question, and Word Shuttle will return you to the Main Menu. 


Mission accomplished! 
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Commodore Business Machines, Inc. 


1200 Wilson Drive * West Chester, PA 
Commodore Business Machines, Limited 
3470 Pharmacy Avenue « Agincourt, Ontario, M1W 3G3 


The Young Astronaut Council 
PO. Box 65432 
Washington, D.C. 20036 


 € commodore: the official computer company of the 
Young Astronaut Program 


